State of Georgia Job Description

	Job Title: Testing Specialist 
Job Code: 11316 
Last Update: 5/1/2004 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, provides testing and training services to customers. Maintains necessary certifications and/or licenses. Coordinates logistics for sessions; ensures that facility area is scheduled and all equipment is prepared as needed. Oversees the installation, maintenance, and upgrades of software and computer systems. Researches and analyzes program/operation data; generates regular and ad hoc statistical and information reports to supervisor and all pertinent staff. Maintains budget records for the program and assists in monitoring expenditures. 




Job Responsibilities & Performance Standards:
1.
Provides testing and training services to customers. Maintains necessary certifications and/or licenses. (Performed by all incumbents)
1.
Correctly administers testing for skills and training needs in order to provide better educational opportunities.
2.
Establishes appropriate goals and objectives to improve current services, incorporate additional needed services, and expand services to address future demands.
3.
Effectively communicates explanation of the purposes, goals and objectives of the program through orientation sessions.
4.
Obtains accurate and complete student information and proper documentation needed to administer the testing.
5.
Maintains appropriate certifications and/or licenses necessary to provide testing functions.
2.
Coordinates logistics for sessions; ensures that facility area is scheduled and all equipment is prepared as needed. (Performed by all incumbents)
1.
Coordinates the scheduling of lab services in a timely manner.
2.
Coordinates administrative coverage of testing lab during scheduled hours of operation.

3.
Monitors the numbers of applicants awaiting test dates; works with other staff members to determine needs.
4.
Distributes testing session schedules and updates to staff and applicants as needed.

3.
Oversees the installation, maintenance, and upgrades of software and computer systems. (Performed by all incumbents) 
1.
Contacts each user to adequately provide services.
2.
Identifies and resolves problems and restores service to the user in a timely and efficient manner with minimum disruption to the user.
3.
Ensures that computer operations and equipment are in compliance with applicable policies, procedures and rules.
4.
Responds to initial on-site requests for assistance and resolves problems in an effective manner.
5.
Ensures that all customers' applications continue to work as expected by performing maintenance on components as needed.
4.
Researches and analyzes program/operation data; generates regular and ad hoc statistical and informational reports to supervisor and all pertinent staff. (Performed by all incumbents) 
1.
Collects/compiles information from individuals, reports, files, databases and other sources according to program/operation policies and procedures.
2.
Determines the relevance of information gathered to program/operation and reports accordingly.
3.
Prepares data or reports; distributes to appropriate person according to specified guidelines.
5.
Maintains budget records for the program and assists in monitoring expenditures of operating budget. (Performed by all incumbents) 
1.
Carefully compares expenditures to budget, noting areas which appear to exceed budget. Promptly notifies appropriate staff.
2.
Maintains up-to-date files of current budget in an organized manner.
3.
Provides appropriate assistance with research and computation of figures for budget as required.
6.
Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related technical field. (Performed by all incumbents.)
1. 
Attends internal and external educational programs and professional meetings as requested.
2.
Participates in regular meetings of available and applicable professional organizations.
3.
Reads professional literature and translates complex or technical information into a meaningful format that may be understood by others.
4.
Coordinates meetings, establishes agendas and records accurate minutes of meetings.
7.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents) 
1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4.
Accepts direction and feedback from supervisor and follows through appropriately.
5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Completion of a high school degree or equivalent *and* two years of experience in educational support, student services, or related field; knowledge of testing administration and effective proctoring; familiarity with computer-based testing; computer skills and experience to administer computer-based tests; and the ability to assume responsibility without direct supervision. 

Preferred Qualifications:
(In addition to minimum qualifications) One to two years of postsecondary education *and* experience in testing lab administration, assessment, or evaluation, or possess a recognized lab administrator certification; budget management experience. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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